' OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
AECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pﬁbllmtion No. 76-3M—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE " Agency Address ‘ FOR AECORDS MANAGEMENT USE
Apolication Date ' Department of Human Resources Application Number
November 17, 1975 Division of Mental Health & Mental Retard| 17({, — "1_ l \_‘

: , Agencg-W.lde : . . .
Application Number 47 Trini ty Avenue, S.W. Data Recaived Data Complated
DHR-16 Atlanta, Ga. 30334 . JUN 2 4 1978 | L -6 1978

—

2. Parson to Contact Warking Tide Telephona Numbar

charles Braden . ' ' " Director Support Se_rvices Upi t 656-4908
3. Action Requested -

3. [@ Estabusn Retention Schadule; record will continue to accumulate.

b. D Dispose of _present accumulation; no further accumuiation ant;clpated -

: Amand Apolication No. e Check One: O Change; (] Supercede: O Void ' B i}

4. Datas of Series S. Records Series Title (followed by title used in office; if different} Darencn - LD
Earliest - Latest u’&
1965 | Present Pa tlent Pre—Admlss.lon Screenlng/Not Admitted Files
8. Division apd Office Function What is the function of the Dmsuon and the Office in which this racord series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research programs. This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers.

Agency-wide Application

JU .

7. Record Series Des&iption This file contains the following documants (mc!uda form numbers and titles, /f any):
: - Artach samples of the file.

Documents relating to: documents relating to pre—adm:.ss.wn Screenings or interviews of potential
patients in D.H.R. Institutions.

’

lnduded“but not limited to may be admission forms, "Voluntary Application for Treatment"
Pre-Evaluation Information; Statements by referring physicians; Patient self-evaluations;
Copies of letters of referral; Letters of rejection of application; and similar and related
evaluation material used by Mental Health Institutions during the evaluation process.

File is arranged: chronologically by year thereunder by applicant's name.

8. Monthly Rafaerencs R;tt How often are records referred to which are:
One to six months oid S5 -; Seven to tweive monthsold _3 ______; Thirteen to twenty-four months old ___.._i_______,
mgt_v-five months and oider . ? _
9. innull Rate of Accumﬂfﬁon o'l Records
Letter-sizedrawers _LY ___ :tegalsizedrawers . . _:Shelves __ : Other (specify)
: Statew:tde —n . o
AR—80~71; Rev, 76 - ‘ [Over)




YES | NO | 10. Questionnairs __(Place an X"’ in the proper column) ‘ e
¥ a. |s this the official copy of the series? . oo , .
If not. whera i it? - : : : :
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
X Confidential Medical Record
X [ e ls this a vital record?
X d. Dos¢s this series have historical or long term research vaiue? Long term follow-up
s. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X
X ‘i e ave it Pos51ibly continuéd in ™
' ' ) 3! Institution gtatistical Teports.
g. Is the information cnntameq in thu series ever analvzsd and/or reeorded in'a summarize report!
If ves. attach copy, Possibly in internal institution reports. _
h. Is there s duplication of this saries in your office, or in another office or agency?
X o If vos. where? Material may be sent or coordinated throuqh Community Resources. —
- J X 1 i Isthis sries for a maior portion of it) reqularly microtilmed?
X i mwlmmlmmg[nxam? Some institutions genera te computerl zed
11. Retentlon Requiraments The following requires the series to be kept: listings 1identifyling rejec ted
L _ - _ 7 applicant data.
‘8. State Law : years, d. Audit period X years,
b. Statute of limitation . ‘ years. . Administrativg need 2 . yesars,
¢. Federal law ‘ _ years, , $, Federal retantion instructions .. Years.
Attach copy or excert of laws or regulations. Explain administrative need.
If appllcant returns for reevaluation after a two year per:.od a new evaluation would
be nécessary.
12, Appmvudlblspo'sition tnstructions  This agéncy recommends that the file series be cut off at the end of sach: - N
” " 77 [0 Calendar Year; O Fiscal Year; (f Other _Calendar or fiscal then,
@ Hoid in the currant files ares monthis) 2 .. vyear{s); then
O Transter to local holding area; hold year(s); then
QO Transfer to State Records Center; hold year(s); then
G Destroy,
O Transfer to Stats Archives for permanent retention. - .
DP 1°ﬂm (Specity) .
Nogg?? - When applicant's evaluation is sent to Community Resource Unit for long term
follow-up and referral services, material transferred then falls under retention qui d.’e—
- lines for Community Resource Unit. -
These instructions apply to aill prior and future accumulations of the series.
Head/Designee _(Signature) _ __Date Records Managemaent Officer (Signature) Date
bodu Lrin  Wernzo W o | Wlnd) M0 162220
7 L4
‘ _ _ Stats Records Committes (Signature) Date
Recommendations in para- . I B : I ]
graph 12 are approved. State Auditor/Designee 7_1-T76
(If disapproved, attach lstter : _ .
of explanation.) SeméﬁgL tate/Designee ﬁ Axn8L0. M £-30-74
Attornay General/Designee %ﬂM 2 6

AR—BO-71: Rev. 76
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